DEPARTMENT OF THE NAVY
SPACE AND NAVAL WARFARE SYSTEMS COMMAND

WASHINGTON DC 20363-5200

SPAWARINST 1571.1A
SPAWAR O9R

6 August 1993

SPAWAR INSTRUCTION 1571.1A
From: Commander, Space and Naval Warfare Systems Command
Subj: TRAINING FOR NAVAL RESERVE PERSONNEL

Ref: (a) SPAWARINST 1611.3C
(b) SPAWARINST 1616.1C
(c) 5 C.F.R. Part 2635, Standards of Conduct for
employees of the Executive Branch
(d) SECNAVINST 5370.2J, modified by SECNAV 020001Z Feb 93

Encl: (1) Training Concepts
(2) Administrative Procedures
(3) Executive Branch Personnel Confidential Financial
Disclosure Report (SF 450)

1. Purpose. To disseminate guidance and procedures for
requesting, planning, and performing training for selected
reserve (SELRES) personnel ordered to the Space and Naval Warfare
Systems Command (SPAWARSYSCOM) headquarters and its activities.
This instruction also outlines procedures for the avoidance of

s conflicts of interest in assignment of duties to reserve
personnel.

2. Cancellation. This instruction cancels and supersedes
SPAWARINST 1571.1 of 13 May 1987.

3. Background. Title 10, United States Code, directs that
training of the Naval Reserve be integrated within the regular
naval establishment so completely that all activities of the
Department of the Navy shall perform assigned training tasks and
functions in connection with the Naval ‘Reserve in the same
manner, to the extent practicable, as the regular Navy. The
mission of the Naval Reserve is to provide qualified personnel to
be available in time of war or national emergency, and at other
times as the national security may require, to meet the
requirements of the Navy in excess of those of the regular
component. The Chief of Naval Operations requires that training
programs be developed and implemented to make adequate provision
for personnel to fill predetermined mobilization requirements.
The purpose of annual training (AT) is to better prepare reserve
officers and enlisted personnel to fill these mobilization
requirements.

4. BApplication. This instruction applies to SPAWAR headquarters
and its activities and to SELRES personnel applying for training
. within these commands.
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5. Objective. The objective is, through the effective use of
AT, to ensure the fullest possible application of each
reservist's present capabilities in his/her current mobilization
assignment, and the development of potential talents for future
mobilization assignments of greater scope and responsibility.

6. Action. Generally, supervised work in the mobilization
billet on a current command project will provide both motivation
and opportunity for the individual to contribute in a meaningful
manner. It is emphasized that the activity to which SELRES
personnel report for training duty accepts the responsibility for
making their time useful and productive. Therefore, it is
important that, at the time the individual reports aboard, the
function to be performed be predetermined and the reservist put
to work without delay. Officer fitness reports and enlisted
performance information memoranda will be prepared per references
(a) and (b) for all SELRES performing AT in SPAWARSYSCOM
headquarters. Addressees will employ the guidance of enclosure
(1) and follow the administrative procedures of enclosure (2) of
this instruction in the development of the planned utilization
and training of SELRES during AT. References (c) and (d) provide
guidance on avoidance of situations which could result in
conflicts of interest in the assignment of duties to reserve
personnel. Enclosure (3) shall be reviewed prior to the

assignment of duties to SELRES.

W. H. CANTRELL
Rear Admiral, U.S. Navy

Distribution:
SPAWAR List 2

SNDL Part II1
FKQ (SPAWAR Activities)

Stocked:
Room 113 (SPAWAR Directives and Forms)
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TRAINING CONCEPTS

1. General Considerationgs. While training for mobilization is
the primary mission of the Naval Reserve, opportunities for
assignment to duties providing both contributory support and
mobilization billet training should be exploited whenever
possible. With proper planning and execution by reserve and
active SPAWAR personnel, the naval reservist becomes a
significant contributor during peacetime and an invaluable asset
upon mobilization. ’

2. Asgignment. The assignment for training duty should be one
that will provide training which improves the naval reservist's
ability and potential for mission contribution upon mobilization.
Training should contribute to qualification in his/her current
mobilization assignment. Per references (c) and (d), assignments
must avoid situations which could result in a possible conflict
of interest with official duties or even create the appearance to
a reasonable person with knowledge of the relevant facts of a
violation of the law or ethical standards. There must be no
likelihood that the reservist, in the course of training duty,
will have access to information that might be used to benefit the
reservist personally, or his/her employer, e.g., by giving a
private employer an unfair advantage over other civilian
competitors. Reservists will be reminded that they shall
disclose to superiors and assignment personnel information
necessary to ensure that no conflict exists between their duty
assignment and their private interests. Assignment of reserve
personnel to AT in government. offices or codes at activities or
commands where they are employed as civilians is prohibited.

3. Review of SF 450 Prior to Drill Periods or AT and
Responsibilities of Reservigts and Personnel Assigning Reservists

to Avoid Conflict of Interest. In order for reservists and
personnel who assign reservists for training to comply with the
applicable provisions of references (c¢) and (d), all reservists
who drill or perform AT at SPAWAR headquarters or field
activities shall file or update a SF 450 (Confidential Financial
Disclosure Report) in sufficient time to have the form reviewed
by the activity/directorate reserve coordinator where the
reservist is assigned and by a SPAWAR ethics counselor prior to
the first day of the reservist's drill period or tour of duty.
The requirement that the reservist file a SF 450 prior to drill
or AT does not relieve SPAWAR personnel of the responsibility to
screen for possible conflicts of interest prior to assigning

Enclosure (1)
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duties to SELRES personnel. The following provision of reference
(c) applies specifically to reservists and personnel who assign
reservists for training:

SECNAVINST 5370.2J, paragraph 404, ref (d) in part:

Assignment of Reservists for Training. DON personnel who
assign reservists for training shall not assign them to

duties in which they will obtain information that they or
their private employers may use to gain unfair advantage over
competitors. Reservists must disclose to superiors and
assignment personnel information necessary to ensure that no
conflict exists between their duty assignment and their
private interests.

4. Tasks to be Accomplished. The assigned tasks to be
accomplished by the reservist should be presented in their
operational and organizational context and guidance must be
provided as to applicable methods that are appropriate to the
task and the competence of the individual. Tasks should be of
such scope that they can normally be completed and reviewed
before detachment. If the assigned task requires preparation of
a final or formal report during the period of AT, the schedule
should make allowance for preparation time.

5. Officer Fitness Report/Enlisted Performance Information
Memoranda (PIM) Preparation, The importance of an officer

fitness report/PIM for personnel performing AT cannot be over-
emphasized. It should be prepared with extreme care and should
reflect an accurate account of the individual's capabilities, the
qualifications attained, and the potential for assignment and
promotion. Guidance for preparation of fitness reports and PIMs
is provided by references (a) and (b). As a minimam, a rough
draft officer fitness report/PIM should be prepared by the day of
detachment with the final submission not later than 15 days after
detachment.

Enclosure (1)
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ADMINISTRATIVE PROCEDURES
1. Administration and Coordination

a. In order to ensure the most effective and efficient
utilization of SELRES personnel and provide the needed continuity
of training, each SPAWAR Program Directorate and the
Commander/Commanding Officer of a SPAWAR activity will designate
a directorate/activity reserve coordinator. SPAWAR 09R is the
Reserve Program Coordinator for SPAWARSYSCOM. The directorate/
activity reserve coordinator will be designated in writing and
will be the single point of contact for reserve matters.

b. The SPAWAR Reserve Program Coordinator (SPAWAR O9R)
shall:

(1) Provide administrative support to SELRES personnel
during their period of AT with SPAWAR. At the time of initial
submission of an AT application, the reservist shall forward a
copy of the AT application together with a current SF 450 and a
current Officer Qualification Questionnaire (0QQ) to SPAWAR O9R.
SPAWAR O0SR shall review all paperwork for accuracy and
completeness and forward copies to the gaining command reserve
coordinator.

(2) Maintain the following files:
(a) Officer Qualification Questionnaire (0QQ)
(b) SELRES Resume.
(c) Completed SF 450

(3) Provide guidance to the directorate/activity reserve
coordinators as required. '

c. The duties and responsibilities of directorate/activity
reserve coordinators are:

(1) Serve as the single point of contact to receive and
screen all requests for Annual Training (AT).

(2) Review SF 450 for possible conflicts of interest
prior to assigning projects to SELRES.

(3) Coordinate readiness exercises to ensure maximum
participation by SELRES.

(4) Ensure the timely preparation and submission of
Officer fitness reports and PIMs when these members complete AT.

Enclosure (2)
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(5) Ensure that all mobilization billets within their
respective commands are properly identified, and justified in
accordance with the Navy Manpower and Mobilization System.

(6) Coordinate all requests for special projects to be
assigned to local units.

d. The duties and responsibilities of the reservist are:

(1) After coordination with the gaining command reserve
coordinator and the designated unit AT coordinator, prepare
his/her AT application and submit via the Naval Reserve chain of
command.

(2) Forward a copy of the AT application, a current
SF 450, and a current 0QQ to SPAWAR OSR.

2. Procedures

a. AT at SPAWAR Headquarters. Reservists desiring AT at
SPAWAR headquarters shall submit their application to their
cognizant Naval Reserve Readiness Command or Reserve Center. A
copy of the AT request shall be forwarded to SPAWAR 09R together
with a current SF 450 and an updated Officer Qualification
Questionnaire (0QQ). AT requests, 0QQs, and SF 4508 will be
forwarded by SPAWAR O9R to the respective gaining command reserve
coordinator for determination of any possible conflict of
interest or the appearance thereof. The directorate/activity
reserve coordinator will subsequently coordinate tasking,
scheduling, and further assignment. Reporting instructions will
be forwarded to the selected reservist concerned along with other
information pertinent to AT at SPAWAR headquarters.

b. AT at SPAWAR Activities. Reservists desiring AT at a
SPAWAR activities should submit their application to their
cognizant Naval Reserve Readiness Command or Reserve Center. A
copy of the AT request, 0QQ, and SF 450 should be forwarded
directly to the activity reserve coordinator. SPAWAR activities
are authorized to approve or disapprove requests for AT for
individuals and units under their cognizance. All requests
and/or orders shall be reviewed by the SPAWAR activity reserve
coordinator for potential conflict of interest. Applications
and/or orders with any possible conflict of interest will be
reevaluated by the reserve coordinator for assignment to a
different project for the AT. SPAWAR activities may also limit
the total number of reserve personnel assigned for AT during
specific periods of time. The activity reserve coordinator will
serve as the point of contact.

Enclosure (2)
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c. Reporting Activity. SPAWARSYSCOM headquarters or the
field activity to which the reservist reports for AT should
select the project or tasks to be accomplished based upon the
rank or rate of the reservist, previous active military
experience, military and civilian training and experience, and
the reservist's mobilization assignment. It is expected that the
reservist will contribute, through on-the-job training, to on-
going tasks and missions, rather than spend two weeks in
indoctrination-type sessions. The Naval Reserve presents a broad
range of experience and background, and it is to the advantage of
every command to utilize these highly motivated personnel to
assist in accomplishment of tasks within their mobilization
billets.

d. Active Duty Training (ADT) and Active Duty for Special
Work (ADSW). Offices and activities which have a need for
reservists to perform special tasks in addition to normal AT
tasks should contact the SPAWAR Reserve Program Coordinator
(SPAWAR 09R). Through notices published in the various reserve
newsletters, personnel can be solicited to fill the needs of
commands for specialized Naval Reserve talent. This type of duty
is based on the availability of funding. Reference (a) refers.
Procedures stipulated above apply.

e. Administrative Procedures Upon Reporting to SPAWARSYSCOM
Headquarters

(1) Reservists will report, on the first day of training,
to the Personnel Support Detachment (PSD), Crystal Mall,
Building 3, Room 100, 1931 Jefferson Davis Highway, Arlington,
Virginia, for administrative processing of original AT orders.

(2) Upon completion of order processing, the reservist
shall report to the SPAWAR Reserve Program Coordinator (SPAWAR
O9R), 5 Crystal Park (5CPK), Room 1121, 2451 Crystal Drive,
Arlington, Virginia, prior to reporting to the office to which
assigned for AT. For reservist without a NCR building pass,
report first to the Visitor Control Office in Room 123 at 5CPK.

(3) When the initial reporting date is Saturday or
Sunday, because of TAD travel departure before Monday, reservists
will report to the SPAWAR Duty Office, 5CPK, Room 1135,
(703) 602-8959, to check in.

(4) On the last day of AT, the reservist shall report to
the PSD, Crystal Mall, Building 3, Room 100, 1931 Jefferson Davis
Highway, Arlington, Virginia, for final processing of orders.

Enclosure (2)
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(5) The draft reserve officer fitness report/PIM should
be prepared by the individual, military or civilian, who
supervised the reservist and the final report signed by the
officer authorized by reference (b) to sign such evaluation of
the reservist's performance. It should include special
qualifications attained, including achievement of NOBC/NEC. All
officer fitness reports and PIMs for personnel performing AT with
SPAWAR headquarters will be routed through SPAWAR O09R prior to
final signature.

Enclosure (2)
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